APPLICATION FOR RECORDS RETENTION SCHEDULE o O T Y o T
: RECORDS MANAGEMENT DiVISION

INSTRUCTIONS: See Publication No. 76—BM-1 for instructions on completing this form. 'Forward signed original to

Department of Archives and Hmory Remrds Managerment Division, 33) Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. : .

FOR AGENCY USE 1. Agency Address ’ FOR RECORDS MANAGEMENT USE

. . O‘FP [ f{ . -
Application Dete Department of Education Serffe: ,:‘i":}” Appiication Number

Grants Managemaent Section Services Biv. 6\— 388

Application Number 115 State Office Building : Date Received Dete Completed
, Atlanta, Georgia 3033k | AU 4 1981 |AUG 17 1981
2. Person to Contact Working Title Telephone Number
Donald L. Moore Senior Grants Administrator 656-2441
3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated. _
c. 1 Amend Application No. Check One: O Change; [0 Supercede; [0 Void
4. Dates of Series 5. Records Series Yitde (followed by title used in office; if different)
Earliest . Latest !
FY 78 | to date General Assurance Files
6. Division and Office Function What is the function of the Division and the Office in which this record séries is created?

The Grants Management Section was authorized in March 1981 as a.section within
the Fiscal Service Division to perform these functions: to insure that federal
grants are disbursed in accordance with applicable federal laws, rules and
regulations, and to maintain the Department's record copy of the "Local

Educational Agency General Application for Federal Funds'" (referred to as
general assurance file).

7. Record Series Description This file conitains the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file.

‘administrating the general assurances in accordance with Section 436 -

of the General Education Provision Act, as amended by PL 95-591, the Education e
Amendments of 1978.

Induded are:  the general assurance applications signed and submitted by the local school
' systems.

Documents relating to:

Fileisaranged:  alphabetically by school system name

8. Monthly Reference Rate How often are records referred to whii;J‘I are:

Onetosixmonthsold % ; Seventotwelvemonthsold ___4  ; Thirteen to twenty-four monthsold ___ &
twenty-five monthsandolder __ 4 7
9. Annuazl Rate of Accumulation of Records

Lettersizedrawers _ __~ ;legalsizedrawers ____; Shelves - Other (spacify) _|_inch; zero
o : annual growth

AR-50-71; Rev.76 .- ) ) {Ovar)




YES | NC | 10. Questionnaire  _(Place an X" in the proper column)
- a. ls this the official copy of the series?
X if not, where is it?
X b. Does the series contain confidential information requiring security handling? If yes, ctte law or regulanon
X c. lIs this a vital reoord?
X d. Does this series have historical or long term researd'l value? .
L e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
NJA documents be scheduled separately?
x| f hﬂwuﬂmmﬂ&agLmMﬂuamjsM§£umejmﬂlJiﬁﬁjnmhumv
g. Is the information contained in this series ever analvzed andlor recorded in a sumrnanzed report?
X If ves, attach copy.
h. 1s there a duplication of this series in your office, or in another office or agency?
x If ves, where?
X ic woriet (Or 3
X
11. Retention Requirements The following requires the series to be kept:
a. State Law years, d. Audit period years,
b. Statute of limitation years. " e.” Administrative need see below years.
c. Federal law ' years. f. Federal retention instructions : years.

Attach copy or excert of laws or regulations. Explain administrative need, -

General application will remain in effect for the duratlon of the programs lt covers;
resubmission or amendment wull net be requn‘ed unless required by changes in Federal
or State law or by other SIgnlflcant change in: the mrcumstances affectlng an assurance
in such appl lcatlon. : iy :

12

Approved Duposmon |nstru¢:tmns " This agenc.v recommends that the file series be cut off at me end of each :
o ‘ nv Qaiendar Year o _Flsml Year: E! Othef hold until superceded then,

O Holdin the current filesarea ._______month(s) - year(s): then

D Transfer to local holding area; hold —____ year(s); then )
O Transfer to State Records Center;hold __________ year(s); then

kX Destroy.

O Transfer to State Archives for permanent retention.

O Other {Specify}

These instructions apply to all prior and future accumuftations of the series.

Records Management Officer  {Signature) Date

| Agency Mead/Designee  (Simature)

Date __
M@;ﬂm&%ﬂ 5/3/5/ Walle. P Bewrgordsow | 8-3-8]

Recommendations in para-

T il R— R PPN v/ S | 21727
:erxff;{’pv;:fqn.}a__ N o ‘ﬁsecre%emesignee @W_ 7M ? "// -5

AR-50-71; Rev. 76 R =

//—-\ State Records Commj {Signature) Date

[

-/ L

Attorney General/Designee




